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1. ABBREVIATIONS

. AAQO - Area Administrative Officer

. AO - Administrative Officer

. CAD - Contracting and Assistance Division
. FMD - Financial Management Division

. GSA - General Services Administration

. GSD - General Services Division

. LC - Location Coordinator

. NFC - National Finance Center

2. POLICY

It is ARS policy to procure and use metered mail, postage stamps, and small package courier
service for official Government business instead of postage-and-fees-paid mail. The postage
custodians are responsible for the accountability and security of the postage set on the meters,
postage stamps, and equipment.

3. AUTHORITIES
. 41 CFR Chapter 201-45.107

. Treasury Financial Manual for Guidance of Departments and Agencies, Volume 1,
Sections 4-3040.10 and 4-4030

. Manual of Procedures and Instructions for Cashiers, Section 0701

4. DEFINITIONS

Administrative Officer: An employee responsible for performing, or supervising employees
who perform, administrative support duties related to budget and fiscal; procurement and
contracting; personnel; automatic data processing; and other office support services.

Courier Service Designee: An employee designated by the unit supervisor to be the liaison and
point of contact for handling all matters relating to courier delivery services; receiving the
procurement copy of the airbill; verifying and approving vendors' invoices for payment; and
completing AD-757.

Postage Custodian: An employee designated by the unit supervisor to be responsible for the
custody, security, and accountability of the postage meter(s) and the related postage which is set
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on the meters. This employee is also responsible for buying and issuing postage stamps and
assuring that they are used properly.

Indirect Research Costs: Any research costs at a location which benefit more than one
Research Management Unit and cannot be effectively charged directly to each research account.
These costs are accumulated and controlled in indirect cost accounts and distributed to the
research accounts at pre-set rates.

5. FORMS

. AD-700 - Procurement Request

. AD-757 - Miscellaneous Payment System Voucher

. 3602-A - Daily Record of Meter Register Readings

. PS-3603 - Receipt for Postage Meter Setting

. SF-1164 - Claim for Reimbursement for Expenditures on Official Business
. SF-1165 - Receipt for Cash Subvoucher

6. PROCUREMENT OF POSTAGE METER EQUIPMENT--LEASE OR
PURCHASE

Unit Administrative Officer or Designee
Prepare a requisition (AD-700) to acquire the postage meter(s) and other mailing equipment and
forward documents to the authorized purchasing official. Area and Location offices will charge
their indirect research accounting code.
NOTE: Headquarters units do not lease or need to purchase postage meter equipment.
They receive mail services through agreements with the Beltsville Area, National

Agricultural Library, Animal and Plant Health Inspection Service, and Office of
Operations, USDA. If Headquarters offices require equipment, contact GSD.

7. PURCHASE OF METERED POSTAGE FROM THE POST OFFICE
CHECK PAYMENT METHOD
Postage Custodian

. Prepare AD-757, requesting a check for the amount of the postage desired to be set on the
meter. Refer to Exhibit 1.



NOTE: The payee's name will be "U.S. Postmaster" and the payee's address will be
the address of the Postal Custodian who requested the check. Do not use the custodian's
name on the check.

. Enter the appropriate indirect research accounting code (XOIXXXXXXX) on the AD-757
and send to AAO, AO, or LC for approval.

NOTE: In cases where Location or Area offices are serviced by the same postage meter
equipment, use the program management and indirect research accounting codes for each

office and prorate the expenditures equitably.

. Submit request for check in sufficient time to prevent the total depletion of the postage
set on the meter.

AAQO, AO, or LC
. Sign and forward AD-757 to designated Certifying Officer.
Certifying Officer

. Certify and process AD-757 and forward to NFC for payment. (Check will be mailed to
the Postage Meter Custodian by the Treasury Disbursing Center.)

Postage Custodian

. Take the check and the meter to the Post Office and have Custodian official set the
postage on the meter for the amount of the check. The Post Office official will issue a
PS-3603 (Exhibit 2).

IMPREST FUND METHOD

Imprest funds may be used only in emergency situations when there is insufficient time to

request and receive a check and postage is needed to process the mail and the transaction does

not exceed $500. Otherwise, use the check payment method.

AQO, AO, or LC

. Prepare and approve an AD-700 to authorize the Imprest Fund Cashier to issue cash to
the Postage Custodian.



Postage Custodian

. Present the approved AD-700 to Imprest Fund Cashier and request a specific amount in
cash to purchase meter postage when needed.

Imprest Fund Cashier
. Issue a SF-1165, according to MANUAL 303.4C and Exhibit 3.

. Advance the cash and obtain the Postage Custodian's signature on the "Interim Receipt
for Cash" portion of the SF-1165.

Postage Custodian

. Take the cash and the meter to the Post Office and have an official set the postage on the
meter for the amount of the AD-700. The Post Office will issue a PS-3603 (Exhibit 2).

. Return the original PS-3603 and SF-1165 to the Imprest Fund Cashier. Retain a copy of
the PS-3603 with accountability records.

Imprest Fund Cashier

. Void the stub of the SF-1165 and give it to the Postage Custodian who signed for the
cash.
. Include the original copy of the PS-3603 with the Imprest Fund Cashier's reimbursement

voucher to replenish the imprest fund.

NOTE: Do not include the "void" copy of the SF-1165 with the Imprest Fund Cashier's
reimbursement voucher.

8. PURCHASE OF POSTAGE STAMPS

The use of postage stamps is authorized for unique or emergency needs and for those locations
whose operation is so small that a postage meter is unjustified. The imprest fund may be used for
purchase of stamps, or they may be purchased with personal funds and claimed on SF-1164 as
prescribed in DIRECTIVE 341.1. The stock of postage stamps on hand should be limited to a
maximum of 3-months usage.



AO, AAO, or LC

. Prepare and approve an AD-700 to authorize the Imprest Fund Cashier to issue cash to
purchase stamps upon receiving requests from the postage custodian.

Postage Custodian

. Present the approved AD-700 to the Imprest Fund Cashier and request a specific amount
in cash to purchase postage stamps when needed.

Imprest Fund Cashier
. Issue an SF-1165, according to MANUAL 303.4C and Exhibit 4.

. Advance the cash and obtain the Postage Custodian's signature on the "Interim Receipt
for Cash" portion of the SF-1165.

Postage Custodian

. Take the cash and the SF-1165 to the Post Office. Purchase the stamps and have the Post
Office employee sign the SF-1165.

. Return SF-1165 to Imprest Fund Cashier.
Imprest Fund Cashier

. Include the SF-1165 with the Imprest Fund Cashier's reimbursement voucher to replenish
the imprest fund.

Postage Custodian

. Secure stamps in a locked container. Maintain an inventory record of the supply of
postage stamps which includes purchases and usage.

9. SMALL PACKAGE COURIER SERVICE

In accordance with GSA Contract No. GS-00F-13300, the use of Federal Express for overnight
delivery of express small packages up to 70 pounds and less than 108" in length and girth
combined or shipments up to 150 pounds nationwide, including Alaska, Hawaii, and Puerto Rico
is mandatory for civilian executive agencies.



Courier Service Designees

Contact local Federal Express office to request an account number. To assist in tracking
expenses and resolving billing problems, a separate account can be established for each
accounting code used to pay for small package courier service shipments.

Request Federal Express to send invoice to the address of the appropriate courier service
designee for verification and the approval of vendors' invoices for payment.

Call local Federal Express office and request a pickup of the item(s) being shipped or
schedule daily pickups, if volume warrants.

Prepare a Federal Express airbill in accordance with Federal Express instructions. Ensure
that the following items are entered on the Federal Express airbill:

. Federal Express account number is entered in Sender's Federal Express Account
Number block.
. ARS 10-digit accounting code is entered in the Internal Billing Reference

Information block.

Detach and retain Sender's copy of the airbill and send the remaining copies with the
package.

Retain a copy of the airbill in a pending file for verification with invoice.

Verify airbills with invoices and stamp or write "Approved for Payment" on the invoice
and sign it.

. Prepare an AD-757 according to NFC's MISPAY procedures and Exhibit 5 and
obtain signature of supervisor or other appropriate official. Forward AD-757 with
the invoice attached to the designated Certifying Officer. Provide information
copies of the forms to the servicing Budget and Fiscal Office.

. If the Designated Certifying Officer is unknown, field personnel should contact
their Unit Administrative Officer and Headquarters personnel should contact the
Chief, ADP and Major Equipment Branch, CAD, for information.

Certifying Officer

Review and certify AD-757 for payment and forward to NFC for processing.



10.

SECURITY AND ACCOUNTABILITY

Postage Custodian

11.

AO

Lock the postage meter machine after each use and secure the key in a locked file cabinet
or safe separately from the postage meter machine.

Secure the postage meter machine, stock of postage stamps, and blank airbills in a locked
file cabinet or safe when not in use.

Maintain the following mail accountability records:

. PS 3603, Receipt for Postage Meter Settings

. Copy of SF-1165, Receipt for Cash - Subvoucher signed by Post Office employee

. AD-757, Miscellaneous Payment System

. PS 3602-A, Daily Record of Meter Register Readings (see Exhibit 6)

. Copy of SF-1164, Claim for Reimbursement for Expenditures on Official
Business

. Copy of Federal Express Airbill (if the Postage Custodian is also responsible for

courier operations)

Retain accountability records for 6 years before disposition in accordance with
DIRECTIVE 251.8.

VERIFICATIONS

Appoint two employees, or have imprest fund verifiers, where available, make
unannounced verifications of the postage stamp inventory and make periodic reviews of
accountability records and security procedures.
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FMD/GSD

. Make unannounced verifications during the conduct of Mutual Assistance Reviews,
Internal Control Reviews, and Imprest Fund Audits.

T.J. CLARK
Deputy Administrator
Administrative Management

Exhibits

1 AD-757 - Miscellaneous Payment System - Postal Meters

2 PS-3603 - Receipt for Postage Meter Settings

3 SF-1165 - Receipt for Cash - Subvoucher - Postal Meters

4 SF-1165 - Receipt for Cash - Subvoucher - Postage Stamps
5 AD-757 - Miscellaneous Payment System - Courier Service
6 PS-3602-A - Daily Record of Meter Register Readings
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COMPLETION INSTRUCTION FOR AD-757
METER POSTAGE

The following numbers correspond to the circled numbers on the following exhibit.
(1) Payee's name or descriptive information - "U.S. POSTMASTER".
(2) Payee's Address: "POSTAL METER CUSTODIAN", not the custodian's name.
(3) Street number or post office box (NTE 30 Characters).
(4) City, State, and Zip Code (NTE 27 Characters).
(5) Fund Code "T5".
(6) Leave Blank (for Forest Service use only).
(7) Voucher Number. Headquarters: Leave blank, Certifying Officer assigns.
Areas: Area Office assigns each Location a block of sequential
voucher control numbers to use when each AD-757 is prepared.
(8) Payment Code "01".
(9) Action Code "A".
(10) "DATE AGENCY RECEIVED INVOICE" Block and "DATE GOODS OR SERVICES
REC'D" block
block must always be the same which will be the date the AD-757 is prepared
; the Location.
(11) Type Payment "3".
(12) Document Type "1034"
(13) Document Identification (Meter Number).
(14) Must show "POSTAGE FOR METER #XXXXX".
(15) Leave blank.

(16) Form 1099 "X" in "NO" block.
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(17) Accounting Code - 5 digits in column A and either 5 or 9 digits (the additional
4 digits are for use of the local option code) in column B. Please insure that
the accounting codes have been established in the Accounting System.

(18) Object Class "2352".

(19) Amount requested

(20) Total amount requested.

(21) Preparer's signature, date, and telephone number.

(22) Reviewer's signature, date, and telephone number.

(23) Leave blank. Forward to designated Certifying Officer for completion.

14



COMPLETION INSTRUCTIONS FOR AD-757
FEDERAL EXPRESS PACKAGE COURIER SERVICE

The following numbers correspond to the circled numbers on the following exhibit.
(1)  Vendor Number, leave blank.
(2) Payee's Name or Descriptive Information "FEDERAL EXPRESS".

(3) Payee's Address, enter address of Federal Express office serving the office
(NTE 30 characters).

(4) Post Office Box Number (NTE 30 characters).
(5) City, State, and Zip Code (NTE 27 characters).
(6) Fund Code "T5".

(7) Leave blank (for Forest Service use only).

(8) Voucher Number. Headquarters: Leave blank, Certifying Officer
assigns.
Areas: Area Office will assign each location a

block of sequential voucher control
numbers to use when each AD-757 is
prepared at the location.
(9) Payment Code "01".
(10) Action Code "A".
(11) Foreign Country Code, leave blank.
(12) Date Agency Received Invoice. Using stamped date on the invoice(s),
determine the latest date for the same month. This is the date that should
be entered. If invoices cover different months, a separate AD-757 must be

prepared for each month.

(13) Date Goods or Services Rec'd. Using the dates the service was received,
enter the latest date in this block.

(14) Type Payment "1".
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(15)

(16)
(17)

(18)

(19)
(20)
(21)
(22)
(23)

(24)

Check ldentification Information, Line 1. Document Type "1034". If BPA is
established for Federal Express, use Document Type "0038". Document
Identification Contract Number, BPA (AD-0038 number) if BPA has been
established or GSA Contract number (GS-00F-13300). Insert invoice
number(s) (NTE 30 characters). If additional space is required for invoice
numbers, use lines 2 and 3 (NTE 30 characters per line). If payment
information and invoice numbers exceed the 90 spaces, complete an
"Invoice Processed for Payment" sheet (see page 4 of this exhibit for blank
copy) and write "Inv, Info Sent Under Separate Cover" in the block on lines
2 and 3.

Leave blank.

Form 1099, "X" in "NO" block.

Accounting Code. 5 digits in column A and either 5 or 9 (the additional) 4
digits are for the use of the local option code) in column B. Please insure
that the accounting codes have been established in the Accounting System.
Object Class "2353".

Amount of invoice.

Total amount of voucher.

Preparer's signature, date, and telephone number.

Reviewer's signature, date, and telephone number.

Forward to designated Certifying Officer for completion.
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Exhibit 2

PS-3603, RECEIPT FOR POSTAGE METER SETTINGS
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Exhibit 3
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Exhibit 4

Niandard Form 10k
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Exhibit 5

AD-757, MISCELLANEOUS PAYMENT SYSTEM — COURIER SERVICE
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VOUCHLIE AN [NVOICE PAYHERTS RARUAL
CIHER FAYMENYS
I SCELLANEOUS PAYMENTS

COMPLITION INSTRUCTIONS - LORM Al-757,
MISCLELANEOUS PAYMENTS SYSTEM, 10 MARE PAYMENIS

Tha numbers helaw corcespand to the numbers aof the blocks shown on Ihe
AD-757.

8LOCK

O

@

VENDOR/SELLER IOENT.NO. - When posiible, obtain this nunmber frod the
sellar, and enter the ll-position (including dashes) Dun & Bradsireet

(DUNS ) Mumber (Fformatted as 00-D00-0000}, ur?!_m EE“’E” Identification
Nz {N] {form d - 0)) or the social Se ushar
= N [formatted as O00-Q0-0000), Noce; Federal Express ID F is: 71=-0427007,

FUND CODE - Enter the Z-position NFC assigned fund code as shown fn
fppendix B. Mhen a single vendar nayment is being charged to multinie
accounting statiens, use "88" 1in this block and show gach agency fund
code, If Forest Service {F5) also fnclude the unit code, and if Farmers
Home Administration {FmMA), alsa include the mail code fn Block 23,
“Houre or Fund Code/Unit Cade™ column. {See Exhibit & on page 58.)

UNLT CODE - If F$ enter unit code (2 positions). I[f FmHA, enter the
first two digits of the mail code to identify the office that presared
the AD=757. Other agancies, leave blank.

VOUCHER WUMBER -Beginning with 00001, enter sequential voucher number
(5) positions) assigned by agancy. This must be a unique number for each
voucher. NFC uses this nuaber, combined with the Fund code and Unit code
when Forest Service, to check for duplicate vouchers. At the beginning
of each new fiscal year, start over nuibering vouchers with 00001, DO
KOT USE VOUCHER NUMBERS BEGINMING MITH 80000 and $0000 SERLES ar
ALPHABETIC LETTERS A, B, 5, and T BECAUSE. THESE 'ARE RESERVED FOR NFC USE.

PAYMENT CODE - Enter E" for reqular check payment (2 positionz). For
other payment codes cénsult Exhibit 1 on page 23,

ACTION CODE - Enter “A" for reqular check paymenc (1 pasition}. For
pthar action codes, Consult Exhibit 1 on page 23,

FOREIGN COUNTRY CODE -  Enter 2-character alpha foreign country code
from Part 3 of GSA's "Worldwide Gaagraphic Location Lodes™ when
payment/action code 11-A {foreign nayment) and code Di-A (fareign sayment
in U.5. currency) is used in Blocks 5 and 6. {See Exhibit 14 on page 64
for a sample A0-757 and paragraph 8611 on page 21 for use of
payment/action code 11-f to make a foreign currency payment.}

PAYEE MAME - Enter name af payece as it should appear on the check (30
positions]. MHultiple sayees exceeding 30 positions should be included on
the 15t Line Address, and/or Block 12, Check Ident. Informatien, Lines 1,
z, and 3. The names an these three lines will nol agpear oo the check,
however, they will te listed on the “Hotice To Check Regipient™ card Lhat

09/90 (AMEKD. 1)
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VOUCHLR AND dHvOLCE SRYMENTS MANUAL
OTHCR FAYMENTS
MUSCELLANEDUS PAYMLNIS

COMPLETION TNSTRUCTIONS - 1ORM AD-T57,
MISCELLANEOUS PAYMIRTS SYSTEM, 10 MAKL PAYHENTS

accomganies tho caymeat. I payment is made to multiple payees and all
nangs area required on Lthe check, submil the AD-757 directly to Lhe NFC at
the tollawing address for a manual payment:

USPA, OFM, National Finange Center

ATTH: Certification and [Hsbursement Section
P. 0. Box 61700

New GOrleans, LA 70161

15T LINE ADDRESS - Enter street or P.0. Box address of payee as it should
appear ar the check {30 positions). Agencies uszing Payment/Action Codes
that w11 produce a check far payeent ?see Exhibit 1 on page 23) rwst
pravide a corglete tailing address. For example, 01-4, 01-E, 05-A, 0S-E,
06-A, O7-A, O&-A, D9-A, 11-A, 11-£, and 16-D, are payment codes Lthat will
oroduce 4 check, therefore, a comlete remitiance address is regaired.

2NC LTNE ADDRESS OR VENDOR EFT IDENTIFICATION NUHBER =~ £nter additional
address data when needed (30 positions)., or if vendor uses Electronic
Funds Transfer (EFT), enter the NFC-assigned vendor identification numbar
that begins with VP followed by a mine—digit identification number. For
examle, VXPLZ34%6789. Vendars using EFT should include their VXP number
in their remittance address.  HFC Bulletin 90-1, Vendor Express (EFT)
Payments for M15C, dated January 16, 1990, provides guidelines for
processing EFT payments to vendors pald through the HISC System.

CITY, STATE, ZIP CODE - Enter city (20 positions), state ahbreviation
(2 nositions), and rip code (5 poxitions), as {1t should appear on check.

CHECK [DEWT.INFORMATION - Enter order/invoice date or order/contract/
inveice numbers to enable the vendor to. identify check payment {30
gesitions for each line). The data on these three Tines will aspear on
the "Notlce to Check Reefpfant® included with the check. Alsn, include
personal property itens on the first available line. This is discussed
in NFC Bulletin BS=1, Personal Property Rafecence Data on Form AD-757,
Hiscellanegus Payment System, dated June 30, 1983,

If payment is made wia £FT, only 20 characters of infomation recorded on
the first 1iae will be included on the payment identification record
suppiied by NFC to the vendor's financial institution.

DATE AGENCY RECEIVED INVOIiCE - Eater the S-position date [month, day,
year} the lnvoice was received from the vendar/payee,

DATE GODDS REC/ACC/SERY PERLDD END DATE - Enter the b-pasition date
(month, day, year) the goods or services were received inspected, and
accepted from the vendor/payee {use the Jatest datel [f services, enter
the ending day of the coverad neriod.

NOTE: HNFC will use the latter of gither the invaice received date or the
goods received, inaspected, and accepted date o deferaine the
gaymeal due date. If only one date is applicable, show the same

gate in Blacks 13 and 14,

69790 [AHERD. 1)
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VOUCILI AND IRVOLCE PAYHINTS MANLAL
JIHER PAYMICNTS
ALSCLLLANEQUS PAYNCNTS

CONPLETION INSTRICTIONS - FORM AD-757,
MISCELLANFOUS PAYMENTS SYSIEH, TO MAKD PAYHENTS (CONTINUED )

TYPE COMMOUITY/PAYMENT CODE - Enter code M, O, P, C, gr X in the box
provided. Types af Cosmodity/Payment codes and their Proper vsage is
discussed in paragtaph 5.C beqinning on gage 17 af this procedure.

HOTL: The coding described above wat developed by the NFL to provide
agencies with a mechanism to indicate precise commodity/mayment
due terms on the AD-75%7.

TIME DISCOUNT - Epter exact cagh dijcount terms of the purchase.
Examp le: "3% 10 days™, “21 20 days"; "2.5% 10 days“, ar if no tine
discount is offered, leave blank. [f less than whole percentage, use
decimal rather than fraction; a.g., 0.5% 13 days.

Use Form AD-780, Discount Notfce, (ses Exnibit 20 on page N for sample
farm), to flag the AD-757 for spectal handling of payments which contain
time discount terms.

NET TERNS - Enter exg:tmterns qf.paymmnt; For examle, {f payment is
requested by the vendor within 30 days when cash discount terms have been
or have not been offered, show W in thic black.

CROER/CONTRAET DATE - Enter moath, day, and year of erderfeontract, if

priar ta Aeril I, 1989, Interest penaltfes and time discounts will be

calculated according to tha 1982 Promt Payment Act.

VENDOR INVOICE DATE - When time ditcount terms are shown 1n Block 16,
enter the 6-position date {month, day, year) of invoice. This {nformation
is nesded to calculate the payment due date when the discount is taken.

FORM 109% - Check appragpriate block to indicate if the payment 75 swubjecl
to 1099 tax revarting. Always enter a respanse of :!2: or “Yes“ in thix
block.

TAXPAYER 'S IODEMTIFICATION NUMBER - When Block 19 is marked “Yes", entar
tha employer identiffcation aumber (EIN) assigred by the Internal Revenue
Service. When entering the EIM, gne hyphen 1% used; {.e., 0O-00G00OC.
For payments made to individuals who do not have an EIN, enter the social
security number (S5N) of the payee. When entering the 55N, nseri two
hyohens; i.e., 000-00-0000. Only one SSH {9 positions + Z dashes) or one
EIX {9 positions + 1 dash) may be used for each order. (For more
information see Section 5.0 beginning an page 14.})

ACCOURTING CLASSIFICATION - Enter agency-assigned management codes or
aecounting claszification codes for tach fnvoice or order. Do not esceed
99 accounting lines per voucher number. A single vendor payment gan ba
made with disbursements charged to multiple accounting stations. The
unit o; pgency primacily respoasible for the paymeat should prepare the
AD-757 and chow its own fund cade and unit code (whea applicable) an the
first getail tine of accounting. [n alace of the agency fund code shown
in Btock 2, enter special Code "B8° and provide the NFC assigned fung
code in 8lock #3. 1f the fund code is for Forest Service (F5) or Farmers

09790 (AMEHD. 1]
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VOUCAILE ARD [EVOLCE PAYBURTS TIARNUAL
OTHER PAYHENTS
HLSCCLLAMEDUS PRYMLNTS

COMPLETION INSTRUCTIGNS - Form AD-7%57,
MISCELLANEOUS PAYMENTS SYSTEMS, TD HAKL PAYMLNTS (COHTINUED)

lfome Administration (FmHA), also enter rChe Z-gigit wnit code in that
block. Prior authorization and appropriate accounting codes must be
abtained from participating accounting statieas. Each of these offices
should te provided a copy of the certified AD-757 subwmitted Lo the NFC.
A sasple AD-747 5 shown as Exnibit 8 on page 58. Use additional
AD-757's as required, See Appendix C for Accountfng Classification Lode
format applicable for your agency.

@ BUDGET DBJECYT CODE - For each line aof .accounting, eater the appropriate

birdget object class (4 poitefens) described in Title ¥, Miztcellaneoys NFC

Federal Expregy  3ystems Manual, Chapter 3, Budget Object Classification Codes, published
Budpct Car?c jg: Novemmer 17, 1988, If object classification is -applicable to employee

240

salary compensation transactions (object series L100), include hours in
Block 23. Refer ta paragraph 6 on page 16 for decails,

23 HOURS/0R FUND CODE/UNIY CODE - Use to recurd fund codefunit code when
“B8% i used 1n Rlack 2 for recording single vendar payments charged ro
mulziple acCounting stactions, show the fund code (and uaft tode if Forest
Service or 1T Farvers Home Admialatration show first twe digits of the
mall code) af the agency respon$tble For sharing the expenze, Rafer to
Block 21, abova, and see Exnibit B on page S8 for a sample AD-7S57.

Also, use to record hours when abject classification codes pertaining to
amployee salary Conpensation trfansactions are applicable. The *Hours®
field asists of siz whole numbers and tuo decimal places, however,
anly 3 whule numbers and 2 decimals are allowed and should be recorded d4s
"24G.50" for 240 1/2 hours.

N{OUN! - Enter amount appifcable to sach accpunting line

25  BLANK OR CR - Leave blank if amount is positive. Enter *CR™ §f amount
shown is credit amount.

@ TOTAL - Enter tozal of amouat column.
a PREPARED BY - Enter Sigraturg of the individual wha prepared the AD=757
@ DATE - Enter date the preparer signed tha AR-757,

29 AUDITED BY - Enter sigrature of person who audited the AD-757 and date af
Che audil. '

30 OATE - fater date the audivor signed the AD-757.

31 UNIT CERTIFYLING OFF [CER CONTROL CODF - Manyally prinL (0O NOT 1YPE) the
configential unit certifying afficer control code {9 positions).

ROTE: 1. Thwe 9-position contrel code consists of 3 S-postlion number

Tollowed uy the first four letters of Che certifying officer’s

09790 (AMEND. 1}
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VOURIET ARD LHVO L PAYMIRTE MARUAI
QTHER PAYMERTS
HISCELLCARLOUS PAYHENTS

COMPLETION [NSFRUCTIONY « Form AD-797,
MISCLLLANCOUS PAYMCHT SY5ITHS, TO HAKL PAYMENTS (CONTLRULD)

{250 nane. This code must be manually printed on cach AD-T%/
disbursenent voucher and kept confidential by employing
adequate adminisTratfve conlrols.

2. The fallawing codes shown in Blocks § and & require 4 unit
carcifying officer code in Block 31: QIA, OLE, QIK, 0iL, OLX,
05A, 0SE, 08A, 07A, OBA, O9A, 11A, 11E, 16D, and 17C. Othar
codes listed in Exhibit 1 on pages 23 through 25 do not
require a untt certifying officer contral code. However, the
AD-757 mist be siqoed by the Unit Certifying Officer.

312 UNIT CERTIFYING OFFICER SIGNATURE - The unit gertifying offfcer signs
in this tlock,

NOTE: L. The certifying official musy have a signature card (Farm
AD-397) on file at WFG. The autheniic signature on each
AD-757 must match the gignatuce on that eard. (Far
exapgle, if the signature card is signed James Brown, the
AD-757 shodld be signed James Brown. An AD=757 signed J. Brawn
will nat be aceeptanle.)

2. Unit Certifying Dfficers should not delegate aryone to sign
che AD-757. Vouchers received at the NFC with suspected
forged signatures will pe forwirded Te the Office of Inspecter
General fur investigacien.

12 DATE - Enter the date the certifying officer signed the AD-757.

@T[TLE - Enter The title of the person whese signature is shawa in
glock 3la,

I
PHONE - Enter telephong number of the unit cerfifying officer. Check,
nlock to indicate FTS or commeccial number.

3% MAIL TO - The NFC ORIGIMAL part of the form 'should be procptly mailed Lo
the address pregrinted en the AD-757 or as follows:

YSDA, OFM, Hational Finance Center
P.0. Box HO0OC
Hlew Orleans, LA 70169.

Retain Che AGENCY COPY for agency records.

09/%90 (AnTND. 1)
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[NVGICER TROCESSED #OIL PAYMENT SEEET

EdVOICE WUMBER:

NATE:

VOUCIIER NO:_

PAGE:_ OF__

.. AIRBILL NUMBER

INVOICE AMOUNT

AQCYNG. CLASS, RO CUSTOMER HD, |

10,

il

1Z.

18,

19,

ﬂ

TOTAL:§
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Exhibit 6

P5-3602-A, DATILY RECORD OF METER REGISTER READINGS
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Initial sciting made by setting post office.

U5 POSTAL SEMWET
DALY RECORD OF METIR REGEGTER RLADNGS
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1# the cum of thow two fipures dors 0ol cqual the 1otal entered a1 1he Last sctting. the swter should be immcdisicly tahm

1o the setling powt office for caamination.

RESETTING ENTR Y- Made by the setling pront office,

(I) DAILY ENTRIES —Entes cuch das thr ey i operied the fimwres appearing v the acemding ind descending giatem.

TRANEFER OF UNITS T ANOTHER METEA —Madr by stting puat affine.
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